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Introduction

The Department 161 Operational Research Support: Information Technology & Information
Management team developed the Documentation Library Application (DLA) to organize and
store department documentation in a secure and easily searchable and retrievable environment.
Previously, documentation had been scattered throughout various locations. In spite of efforts to
better organize information and make documentation easier to locate and reference, the search
capability remained ineffective and time consuming. Also, the files were able to be moved and
altered by anyone. This made a department “research library” capability limited. To correct this
deficiency, Natella Feinstein developed the DLA. Now the department has a document retrieval
capability that is secure and easy to manage. It cuts document search times dramatically, while it
provides a single location for department researchers to locate any department documentation.

Purpose

The purpose of this document is to: (a) give an overview of the DLA concept, design, and
implementation; (b) identify the operational environment; (c) provide DLA installation
instructions; and (d) provide systematic instructions for using the application.

Points of Contact

UR Support Team Phone number E-mail address

Natella Feinstein* 619-553-8033 natella.feinstein@med.navy.mil
Gerald Pang 619-553-8409 gerry.pang@med.navy.mil

Carrie Brown 619-553-6314 carrie.orown@med.navy.mil
Charles Jackson 619-553-6572 charles.jacksonl@med.navy.mil
Lisa O’Mara 619-767-4325 lisa.omara@med.navy.mil
Michael Galarneau 619-553-8411 michael.galarneau@med.navy.mil

*Documentation library administrator
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Application Overview

The DLA allows the creation and support of a central library (repository) for Naval Health
Research Center (NHRC) Dept 161 documentation and the metadata associated with each
document (e.g., document title, type, authors, reference, year, and abstract). Documentation can
be stored in Microsoft Office and Adobe PDF formats. The DLA graphical user interface allows
you to quickly and easily find and access any document stored in the library. In addition, the
DLA back-end is on Microsoft SQL Server 2005. This prevents loss of important department
documents and provides security for stored documentation. The DLA is supported by a simple,
easy-to-use interface.

I NHRC - Department 161-2.0.0.0 o ]
File Fdit View Reporting Advanced Search Sort  Help
- K

Duccumentation Vibrary -,

y

Supported User Roles
The DLA is a role-based application and supports these user roles and operational privileges:

User role Operational privileges

Librarian e Import documents into the library
e Import/modify/view document metadata
e  Check out/check in documents for modification
e Delete documents from the library
e  Search documents within the library
e  Export hyperlinked document lists, including a jmpt
research initiatives list
Guest e Search for documents within the library
e View document/metadata as read only

e  Export hyperlinked document lists, including a JIMPT
research initiatives list
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Application Functionality

The DLA allows a librarian to import, export, edit, or delete DLA content. A guest may search,
view, and export DLA contents. The following menu options are available according to your
assigned role.

Import New Document:
Import new as selected proposal

Import Metadata Ondy
Add Document to Metadata

Open Selected Document
Deleke Selected Document (Metadaka
Prink

Exit

Edit Metadata
Check-Dut Document for modification

Review changes for the seleched document
Chisck-Tn changes saved to the selected document
Discard changes and unda chedk-out.

mumdnn:mmma
Export Selected Documents Only to Excoel
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Installation Instructions
The DLA minimum application requirements are Windows XP and access to the DLA SQL
Server database.

To install the DLA, navigate to N:\Dept 161\3 - PRODUCTS\Software
Installation\DocumentationLibrary. There are three steps, shown below.

1) To start the installation process, double click the Install_DocumentationLibrary.bat file.
The application will begin its automatic installation.

J Address I_'] M:\Depk 16143 - PRODUCTS\Software InstallationtDocumentationLibrary
Falders x | |IC2)5etUp
= ) Dept 161 | temp
) 0- ACTIVE Projects InstaII_DncumentationLibrary.bat
) 1 - BUSINESS ADMIM
) 2 - COMMUNICATION
=l ) 3 - PRODUCTS

2) The Windows command prompt appears, and then the Security Warning window
immediately overlays it. Click the Install button.

Application Install - Security Warning |

Publisher cannot be verified.
Are you sure you want to install this application? ,}l
“

Name:
DocurnentationLibrary

From (Hover over the string below to see the full domain):
Vpc20hPC CommontDept 16143 - PRODUCT S Software InstallationDocumentationlibrary! SetUp

Publisher:
Unknown Publisher

Install | Don't Install I

I ‘While applications From the Internet can be useful, they can potentially harm wour
compuker. If you do not krust the source, do not install this software, Mare Information...

3) To close the command prompt window, press any key. DO NOT close this window by

clicking the X in the upper right corner of the window.

NDDWS' system32',cmd.exe

is running... Please wait...
ss any key to continue . . . _

8
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4) To verify that the installation was successful, scan the desktop for the DLA icon @
Next, check that the application appears in the Start menu Programs List. Click the
Start menu button in the Task Bar of your screen, select Programs, and then Naval
Health Research Center. You should see the DLA menu item LENEEREIETIECINN listed
under the NHRC programs there. Contact the DLA software POC if you encounter any
application installation problems (see page 4 for contact information).

If you do not have access to the SQL server DLA repository, the program will display the
following message:

Database Access ERROR: x|

It is possible that wou do not have an access ko 300 server database,
Please contact your database administrator,

Contact the DLA software POC (see page 4) for help accessing the DLA database.
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Getting Started—Guest Users

You can launch the DLA either by clicking the @ icon on your desktop, or by navigating to
item in the programs list. When you launch the DLA, the initial view is

the II DocurnentationLibrary
shown below:

I NHRC - Department 161-2.0.0.0 o |EI|1|
File Edit  ¥iew [PReporting Advanced Search  Sort  Help
)

Duocumentation Library ———.

Click this book icon to view
the entire librarv contents

4((

IRB docs Non-IRB/WAR WAR docs Proposal
only docs only docs only

10

Click any of the book icons to view general or specific document lists. Guest users have access
to all the documentation, but are not able to modify the library and its contents. Guest users are
able to:

e search for documents within the library using the search feature,
e view and print most documents contained in the library,

e view metadata as read only,

e and export hyperlinked document lists to Excel.

Search for a Document in the Library

The DLA provides two methods to search for documents: a simple search, and an advanced
search. The following subsections describe each method.
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File Edit View Reporting AdvancedSearch Sort Help

.Duumm]memluu ion I

[ Documenttame +|

Document Type

!II_'[D!r@!r“y St ::LtL\

[ Protocol |

Simple search
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Back

approveD k- 060330 Refi A dvanced search = m’mi Start search
APPROVED IR - 070531 In-TI er,T. Research Protocol Initial NHRC.2007.0016 ]
APPROVED IR - 080429  Assessing the Effect of Blast vs. M R h Protocol Initial NHRC.2008.0029 IR Approved 2008
APPROVED MOD - Joint Trauma Analysis And Prevention | Galarneau, M. Research Protocol NHHRC.2008.0008 IRB Approved 2010 |
APPROVED MOD - Refi t and development of the | Zouris, J. Research Protocol HHRC.2006.0012 IRB Approved 010 |
APPROVED MOD - Development of a Tri-service Combat | Galarneau, M. Research Protocol ' HHRC.2003.0025 " IRB Approved w0 |
APPROVED MOD - Development of a Tri-service Combat | Galarneau, M. ' Research Protocol 1 NHRC.2003.0025 " IRB Approved 2010 |
APPROVED MOD - Development of a Tri-service Combat | Galarneau, M. Research Protocol NHRC.2003.0025 IRB Approved o0 |
MOD - ing of Pang, G. Research Protocol NHRC.2007.0017 IRB Approved w0 |
« | '

Simple Search
To start a simple document search:

1. Specify a search field (element) from the drop down box in the top right corner of the

view.

11

2. Then type a search term in the text box below the search field. Search terms are not case

sensitive.

3. Begin the search by clicking the right arrow (start search) button labeled above. The

program will search for all documents that meet the entered search criteria. If you are not
sure what search field to use, you may search by All fields. In that case, the program will
search for documents that contain an entered text in any of the metadata elements. For
example, if you specified a search field as All, and the search term “test,” the program
will search the metadata for documents associated with the word “test” either in the
document name or the document type or the authors list or the document title, and so on,
through all metadata elements. The search results will be displayed in the work pane as
shown here. (“Or” means if search term is at least in one of those categories then the
document will be included in the search result.)

I NHRC - Department 161-1.0.0.0

=101

File Edit VYiew Reporting AdvancedSearch Sort Help

m‘_
60332_12-25_AFQTand '_12-25_AFQT and The Effect of Armed Forces Qualification Test Score on Mental Macgregor, Tech Report NHRC.2003.0025 ‘Commmd Approved

anatomy.pdf Test <fmmm ‘ Pang, G. One Pager Published 2012
anatomy.pdf Test <mum 1 Pang, G. One Pager Published 2012

nia Test Metadata Only Pang, G. One Pager Published 2012

4| 3

Advanced Search

The Advanced Search enables you to better define or narrow your search criteria. You can set
one or more search elements. To perform an advanced search:
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1. Click Advanced Search in the menu bar. The advanced search screen will appear as
shown below:

@ AdvancedSearch

- Enter Search Criteria

1 File Name: [nia

nia

Title:

(R

Type: |Jourml Article

Led Led

Authors: IMa-:oiegor.A.
Status: [n'a =l
Versiom: Fra
Year: |2o1oi

P PP L L LLILLILILLILILLLILY

2. Fill the field(s) of interest with your search term(s) (search terms are not case sensitive).

3. Then click the Search button. An example of this would be that you would like to find all
journal articles by MacGregor published in 2010. You select the Advanced Search
option, choose “Journal Article” as the Type, enter “MacGregor” in the Authors field,
and “2010” in the Year field. When you click Search, the program will return documents
which contain the Type as “Journal Article” and the Authors as “MacGregor,” and the
Year as “2010.” The search result may look like this (below). (“And" means that the
document will be included in the search results only if all of the categories contain the
search term.)

I MHRC - Department 161-1.0.0,0 =10] x|
File Edit View Reporting Advanced Search Sort Help
ALL- o
.mw!l!m@_l!lllﬂu@!ﬁ _Jﬂlfﬂl - ~i
10-140 Final Copy | Visual rty, A.Macgregor, A.Han, | Journal Article NHAC.2003.0025 Pulilished 200 |
£0332_07-33 and togical Macgregor, A.[Shatfer, |Journal Article NHAC.20070003 Published 2000

4. Click the Back button and return to the main documentation screen to refine/modify your
search.

View Metadata as Read Only
To view the metadata of a particular document:
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Ih NHRC - Department

ick access menu.

161-1.0.0.0

Select (highlight) the document.
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File  Edit

Yiew Reportlnq Advanced Search  Help
mmm

iih

View Checked-Out Doc

Yiew All Library
Yiew IRB Library

nts
¥iew Documentation Library
View WAR Library
]Tlnr

t@lrmom 1 ml_mmlf\/

Click View, View Metadata, or right click on the work pane to select View Metadata

=10l x|

K|
I

Document Type
12-11_Eskridg Import NewDocument 9023 Command Approved 2012 |Will be
12-04_Eskridg mmne, fiey Lears Heledste only 0025 Command Approved |2012

Add Document ko Metadata

60808_F _12-3C [ M.|Jackson, |Tecl Command Approved 2012
60332_12-05 H Tecy EditMetadata 0025 Command Approved 2012

HILL Disaster |mumrmmumgmuolng Hill, M. Jour  Open Selected Dacument Command Approved 2012 |Inside
61003_12-5_Jackson_ Joint Trauma Analysis and Prmmm\ Jackson, C.[Brown, ec Command Approved 2012
12-05_MacGregor_Depl Deployment Related Injury and Post Macgregor, A. [Tang, WMMMa Command Approved 2012 | Submis
60808_MacGregor_Soli| Solid Organ Abdominal Trauma gregor, [Pret yiey, Al Library 0025 Command Approved 2012
60819_MacGregor_Dwe Effect of Dwell Time on the Mental » A.Han, Pres View IRB Library 0025 Command Approved |2012
60332_Noncombat  Honcombat Motor Vehicle Accidents  Macaregor, AJMayo, |Pres Yiew Documentation Library 0025 Command Approved 2012
$1110_Melcer_Short-Te Short-Term Health Outcomes of Melcer, T.Walker, G. |Pres..ct WAR Lbrary caiminsan s TRV Command Approved 2012
61001_Mitchell and of | Mitchell, R. o WA Command Approved 2012
anatomy.pdf Test h Pang, G. One Pager Published 2012 Test Dc
TEST.xt Test metadata only Pang, G.[Pang, One Pager Published 2012 [Testm—
60334_12-4D_Mobile | U.S. Air Force Operational Medicine: Quinn, M.JHopkins, | Tech Document WA Command Approved 2012
£0940_11-10J_JMAT 2 | JMAT 2.0 Operating Room Adlich, S.[Mitchell, | Tech Document WA Command Approved 2011 | Technii
60940_Adlich&Wing_LH LHA(R) Medical Space Configuration | Adlich, S.Wing, V. WA Command Approved 2011
FINAL - TML+ - Article |Naval Health Research Center’s Tactical |Brown, C.Wing, HNewsletter Article Published 2011
$0940_DSouza_Estimat] Estimation of Operating Room Table | D'Souza, E. Presentation Abstract NiA Command Approved 2011
60940_DSouza_Medical Medical Factors Impact on Skip Policy | D'Souza, E. Presentation Abstract NiA Command Approved 2011
£0940_Davis&Wing_Mei A Method for Defining the Adaptive Davis, J.Wing, V. Presentation Abstract NiA « \pp 2011
jtrauma-LE-blast-5-201" Combat Versus Civilian Open Tibia Doucet, J.|Galarneau, | Journal Article Published 2011
60808_Dougherty_Prev Prevalence and Auditory Effects of Dougherty, Journal Article NHRC.2003.0025 Command Approved 2011 | Submis
60808_11-539 Co-occurring Mental Health and Alcohol | Heltemes, K.[Clouser, | Journal Article NNRC.2003.0025 Command Approved 2011 | Journal
60808_09-36_Heftemes Alcohol Abuse Disorders Among U.S.  |Heftemes, Journal Article Published 2011

4

The metadata window will overlay the DLA view as a read-only display.

Ih view Metadata

+ Title:

* Authors:

File Name: [anatomy.pdf

Test

+ Type: [One Pager

Pick List

il
Publication Authors

|Adams, M.
Adlich, S.
All Staff
Aralis, H.

ﬂ_ﬂ?mﬁ.
= A

Exporting and Reporting

A Ao AR R R N L S S A A

N
~
/7

Reporting refers to the DLA functionality that allows you to export lists of selected contents to a
Microsoft Excel file. These lists will reside on your computer or in a specified location. The lists
may contain hyperlinks to the documents they reference and can serve as shortcuts as long as the
file can link to the DLA. This is a way that the DLA can help you manage your references.
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After you have used the search features and developed a list of documents that you are interested
in, go to the menu bar and select Reporting. The following two options are displayed.

Selecting Export All Displayed Fle Edit View | Reporting | Advanced Search Sort Help
Documents to Excel will build an Excel

file of all documents displayed in the i!“ !D _
work pane. Selecting Export Selected

Documents Only to Excel will build an Excel file that only contains the documents that you
have selected by highlighting them. To do this, hold down the SHIFT key to select blocks, or the
CTRL key to select multiple separate, line items in the work pane. Name and Save the Excel
export to the location of your choice.

Export All Displayed Documents to Excel

Export Selected Documents Only to Excel

e



Librarian User Role Tasks

This section describes Librarian user role tasks within the DLA. If you are designated as a
librarian, you maintain the DLA.

Import a New

Document

To import a new document, follow these steps:
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1. Select Import New Document, either through the File drop-down menu or by right
clicking anywhere on the list of displayed documents in the work pane, to reveal the right

click menu.

I} NHRC - Department 161-1.0.0.0

W Edit ¥iew Reporting Advanced Search Help

Import New Document |

Import Metadata Only

Add Document to Metadat

Open Selected Document

Delete Selected Document/Meta\jata Zouris, J. Research HHRC.2006.0012  |IRB Approved 1

Print Galarneau, M. Research HNHRC.2003.0025 IRB Approved 2003 1

. Galarneau, M. Research NHRC.2003.0025 IRB Approved 2004 1

= \ Galarneau, M. | D da e Approved 2005 1 —
APPROVED CR - |Development of a Tri-sanlice\ Galarneau, M. F Adpd —— Me:adata Approved 2006 1
APPROVED IR-  |Refinement and development K Zouris, J. / ¥ Approved 2006 1
APPROVED CR-  |Development of a Tri-service \ :;ahmey(m. o R Approved  |2007 1
APPROVED IR - In-Theater Medical Treatment and \ Melcgf, T F  Open Selected Document Approved 2007 1
APPROVED - IR- | Medical Resource Modeling of Nt G. §_ MiewMetadata Approved | 2007 1
APPROVED CR-  |Refinement and development of | Zouris, J. F Delete Selected Document/Metadsta | Approved 2007 1
APPROVED CR - |Development of a Tri-service Galarneau, M. F o view al Library Approved 2008 1
APPROVED IR - Assessing the Effect of Blast vs. Galarneau, M. F  ¥iew Documentation Library Approved 2008 1
APPROVED - Assessing the Effect of Blastvs. | Galarneau, M. P View IRE Library Approved 2003 1
APPROVED IR - Joint Trauma Analysis and Galarneau, M. Research HHRC.2003.0008 | IRB Approved 2008 1 Approval date: 2!
APPROVED CR Development of a Tri-service Galarneau, M. Research HHRC.2003.0025 |Outside Agency 2003 1
APPROVED CR Development of a Tri-service Galarneau, M. Research NHRC.2003.0025 | Outside Agency |2009 1
APPROVED MOD - | Development of a Tri-service Galarneau, M. Research HHRC.2003.0025 |IRB Approved 2009 1
APPROVED MOD - | Development of a Tri-service Galarneau, M. Research HHRC.2003.0025 |IRB Approved 2009 1 _'LI
[l »

2. The Select a document to be imported window appears. Navigate to the document that

you want to import, click the file to select it, and then click the Open button.

Select a document to be imported

Look in: I 9 DLA Test

1 e W et

2=

 anatom vy pdf

File name: Ianatnmy pdf j Open I
Files of type: IA\I Files [*7] j Cancel
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3. When you click the Open button, the program checks if a document with the same file
name already resides in the library. If the selected document file name is new, an empty
metadata entry form appears. Some elements have a pick list; the required elements are
annotated with a red asterisk. Enter all available metadata elements. The document Type
chosen determines which category the file will be listed under (e.g., IRB, Proposal).

I Edit Metadata x|
~Enter D Metad
File Name: [#11010 WAR (2).doc " Reswicted Access

+ Title: | Weekly f dJ Y

+ Type: [Weskty “— Required fields =] Check to restrict access

Pick List A Publication Authors
+ Anthors: |Adams, M. - All
Adlich, 5. ﬂ _ﬂ-

A
Add/remove author

:::t?:::on,c. j j.k_ :I

s

|

New
Status: IDepartment Approved :J Author:

Version: [1 Add new author
Year: [2013 HH

Citation(APA): ’ /

Font type and color

Abstract

Work Unit: |

Spell check

Sponsor: |
Protocol No: |
Branch: [ EI
Imported Date: [inazo1s
Imported By: |Cicksos.Jksoion1
Modified Date: [1nR013
Modified By: [Natella.Feinstein
Link: |

Search Key Words: 1'

Commernts: M

Save Cancel

4. Click Save.

If the selected document file name already resides in the DLA, the program will display
the message shown here, which gives you three options to choose from.

Importing Document. zl

D) ) The selected document anatomy.pdF already exists in the database. .
-
To overwrite the existing document, click 'YES',

To impork as a new version, 0
To cancel this process, click 'CANCEL'.

Yes | | No I Cancel |
Vol t N

Overwrite existing Import new version Cancel import
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5. Once you chose either YES (overwrite) or NO (import as a new version), the program
will display the metadata screen of the existing document for your review/update. If you
selected YES, the program will overwrite the existing database document and its
metadata and you must enter new metadata. If you selected NO, the new version of the
document will be imported into the database, the version number will increase by one,
and you must enter new metadata.

| I Overwrite Existing Document

6. Enter or edit metadata as needed, and then click the Save button. The new or replaced
version of the document will then appear in the document list.

I NHRC - Department 161-1.0.0.0 =101 x]
File Edit View Reporting Advanced Search  Help

Buocumentation Library——

| Authors | Document Type | Protocol
e i = [u i

Eiim,,no |mm&i§?&uuu. NHAC.2008.0029  Department 2012 1

| mTERIAL_DO_NoT| WHAC.2009,0014  Department 2 1 Updated May 701
1001 Machell e Modeling nd Aty . wa Command 2012 .

anatormy.pdf |Test Pang, G. One Pager | Published (2012 1 f— Test Document
anatomy.pdl Test ‘Pang, G. One Pager Published (2012 2 — Test Document
|50334_12-40_Mobi U.5. A Force Operational [auin, Tech Document | 1WA Command 2012 1 [

= | | \ I ! | B
< | N

Import Metadata Only

Sometimes a document is not available for upload into the DLA but metadata for the document is
available. You can enter the metadata as documentation until a copy of the document is on hand.
To do this:

1. Go either to the File menu or right click anywhere on the list of displayed documents to
view the menu and choose Import Metadata Only.
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W NHRC - Department 161-1.0.0.0 = [=] £
[Fite | Edit  Wiew Advanced Search
Import New Document J.
[ import Metodota Oy mu AL |
Add Document to Metadatd m mw SIH!‘Il L
Open Selected Document =
Delete Selected Document /Met Zouris,J. . NHRC.2006.0012 RBApproved | |1 |
Print Galarneau, M. Research ||mcm |IRE Approved 2003 1
] MR '_:_'[m_ IHMM 2004 1
Fnkt - M. R Import Approved 2005 1
APPROVED CR - of a Tri-service ) [ Approved 2006 1
AP = 7 . u\m-’. R Add Document ba Metadata ‘mm 2006 1
| APPROVED CR-  Development of a Tri-service ¥ ay . ([R EdtMetadata " 2007 1
APPROVED IR- In-Theater Medical Treatment and AT R Open Selected Document Approved 2007 1
APPROVED - IR-  Medical Resource Modeling of Pang, G. R View Metadata Approved | 2007 1
APPROVED CR-  Refinement and development of m; R Delete poroved lﬂ;l' 1
APPROVED CR-  Development of a Tri-service Galarncau, M. (R Approved 2008 1
APPROVED IR - Assessing the Effect of Blast vs. M. L] Library Approved 2008 1
E ing the Effect of Blastvs. | Galarneau,M. R View IRE Library Approved 2008 1
APPROVED IR~ Joint Trauma Analysis and e  HMRC.2008.0008  IRB Approved 2008 |1 Approval date: 2
APPROVED R Development of a Tri-service MR h NHRC.70010075  Oulside Agency 2008 ]
APPROVED IR - Brain Inj [ h NHRC.2008.0035 IRB Approved 2008 1
APPROVED CR - In-Theater Medical Treatment and | Melcer, T. Research |MMI :I\! Approved 2008 1
APPROVED CR | Development of a Tri-service ", [NHRC.2003.0025  Owtside Agency | 2009 1 =
< ! : i I _>l‘I

2. On the metadata form, enter as many elements as you can.

h ImportMetadataOnly

Enter D

File Name: [na

* Title:

+ Type: |
Pick List

* Authiors: |Adams, M. 3
Adlich, S.

Aralis, H.

Aubuchon, M. =l

Status: | A
Version: [y g—
Year: l

Citation(APA):

3. Click Save. The program saves the metadata with “n/a” (not available) as the File Name,
zero as the Version, and the document Title as entered (shown as “Test metadata only™).

I NHRC - Department 161-1.0.0.0 - =1o(x]
File Edit View Reporting AdvancedSearch Help

.Mu:mem@um Library ————=;

Document Title m—m &=

[Medical Resource Modelingof ~ Pang,G. f—m——q——
APPROVED CR - |Medical Resource Modeling of p..g,c. |Research NHRC.2007.0017 | IRB Approved 2010 1
APPROVED CR - |Medical Resource Modelingof | Pang, G. [Research NHRC.2007.0017 | IRB Approved | 2010 1
APPROVED CR - Medical Resource Modeling of Pang, G. Research NHRC.2007.0017  IRB Approved 2011 1

anatomy.pdf Test Pang, G. One Pager Published 2012 1 Test Docun

Test Pang, G. One Pager Published 2012 2 Test Docun

nia — Test metadata only Pang, G. One Pager Published 2012 [0 Test metad
ano:m Medical Resource Modeling of Pang, Research NHRC.2007.0017 | Department 2011 0
|60334_12-4D_Mobile ~ [U.S. Air Force Operational Quinn, |Tech Document | WA C 2012 [E]




DLA User Guide 19

Add a Document to a Metadata Entry That Had No Associated Document
To add a document to a document-less metadata entry:
1. Select the line item in the displayed list (Document Name will be “n/a”), and then either

click the File menu or right click anywhere on the list of displayed documents to select
the Add Document to Metadata option.

I MHRC - Department 161-1.0L0.0

Delete Selected Document /et. Pang, G. Research MHRC.2007.0017  IRB Approved 2010 1
Print Pang, G. [Research WRC2007.0017 | IRD Approved | 2810 1
Pang, G. Research NHRC.2007.0017  IRB Approved 2010 1
i Pang, G. Research NHRC.2007.0017  IRB Approwed 2011 1
anatomy.pdi Test \ Pang, G. One Pager Published 2012 1 Test Docun
anatomy.pel Test Pang, G. One Pager Published 2 2 Test Docun
na Test metadata only [Pang,G. One Pager B Published [2012 o g
11 |1
012 1
2011 1
2m 1
21 1
T 75 ol 3¢l :m 1
- ' 0
APPROVED IR - 060330 | Refinement and development of | Zoul  [elote Selected R - T 7
APPROVED CR. |Refinement and development of | Zowr Vil ey WOR.001Z B Approved | 2007 1
oot I8 s oI b 0060012 IRE Approved 7008 K
APPROVED CR [Refinement and development of | Zouw  View IRB Lbrary 060017 IR Approved 7009 W
APPROVED MOD- | Refinement and development of | Zouris, J. eC.2 1B App e 1
N oRS | and of  Zoutis, L Research NHRC.7006.0012  IRB Approved 7011 1
|NTERNAL DO HOT | Refinement and development of | Zoutis, Rescarch WHRC.7006.0017  Department 2011 1
60340 11-81_Zouris_PC/ Estimation of the Joint Patient Zourts, Tech InRC. ] =
| | =
‘l | i

) Natella [2) TestNatela.bet
] | ans [2) Wertical_Codes.txt
(CLE | 0L _ChedkOut [2]) vertical_Codes 1.kt
EERLCE | 2101 _Deployment 2] Vertical_Codes |

G |I0LA_Test

Rz
Desklop | MyOnehote
| Outlook.

. | Test
] Datantry codestxt2 txt
LRl ) Datskntry codestxt bt

£ d_os1612.60
] Fle2 bt
- [1search_Files
My Compater .
- {
‘ »
MyNetwork [T |TEST.Ia = [ open
B Flesoitpe:  [AtFies() =l Concel |
e

2. Navigate to the document.

3. Select it, then click Open. The program will check for a duplicate file name. Since there
is not one to find, the document will load and be associated with the selected metadata.
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Open a Selected Document
To open a document within the DLA:

1. First you locate it within the list; click on it to highlight (select) the document.
2. Then either:
a. use the File menu to select Open Selected Document,

b. right click in the work pane for the quick access menu and select Open Selected
Document from there, or

c. double-click the line item. The selected file will open.

NHRC - Department 161-1.0.0.0 _ =10l x|
[File | Edit  View Reporting Advanced Search  Help
Import New Document _!J
Import Metadata Only I ti-fr‘ ‘I! = [ Il I| QI'[) I'- rr] I"‘\ 4 I.ALL. ﬂ |
Add Document to Metadata EHJ ([_l J[HUJ_I __-IJ_-)_r([_l_r / I .ﬂ
Spcn Selected Dagument /T hunors | ocumenype | Protoco | Sws | Year | vorsn | coml
Delete Selected Document/Netadata Dougherty, Journal Article | NHRC.2003.0025 | Published 2010 1
Print Macgregor, Journal Article |NHRC.20070004 | Published 2010 1
Melcer, Journal Article | HHRC12007.0016 2010 1 ||
Ert Doucet, Journal Article | Published 2011 1
mum_wp:mamuum‘*ymu Dougherty, :"‘P“:"WD““':: Command 2011 1 Submission to J
60808_11-539 Co-oceurring Mental Hjthand Heftemes, ;mmrnent Sl Command 2011 1 Journal Submiss
60808_09-36_Hette Alcohol Abuse Disorder\Among y 2011 1
60808_09-26_Helte Inpatient Hospitalizations & U.S. g (MEk e d 2011 1
60808_MacGregor Occupational Correlates a*w Macgregor, Open Selected Document Command 2011 1 Submission to N
12111 of Combat Blast-Relgted skl ket 2012 1 Will be submitte
HILL Disaster  [Disaster Medicine: Using Modé{ing Delete Selected DocumentjMetadata c 2012 1 Inside Homelanc
12-05_MacGregor_ Deployment Related Injury and Macgregor, | view All Library Command 2012 1 Submission to It
FINAL - TML+ - Naval Health Research Center's | Brown, C.Wi  View Documentation Library Published 2011 1
FINAL - 161 M&S ~[U.S. llavy Medical Modeling and _ Hill, M. Wing View IRB Library 2011 1
FINAL - EESP - I Maval Health Research Center's  Wing, (Newsletter Published 2011 1
anatomy.pdf Test Pang, G. One Pager Published 2012 1 Test Document
anatomy.pdf Test Pang, G. One Pager Published 2012 2 Test Document
TEST.txt Test metadata only Pang, G.[Pang, | One Pager Published 2012 1 Test metadata o
60940_Adlich&Win LHA(R) Medical Space Adlich, S.Wing, |Presentation WA Command 2011 1
60940_DSouza_Est Estimation of Operating Room D'Souza, E. Presentation WA Command 2011 1
60940_DSouza_| Factors Impact on Skip D'Souza, E. Presentation WA Command 2011 1
60940, A Method for the Adaptive | Davis, J.Wing, V. |Presentation WA Command 2011 1
Post C P Macgregor, Presentation NHRC.2003.0025 | Command 2011 1
61110_Melcer_Phy and | Melcer, Presentation  |NHRC.2007.0016 |Command 2011 1
60819_Clouser_DC Dismounted Complex Blast Injury: | Clouser, Presentation MHRC.2003.0025 |Command 2012 1 =
i ' [ o]

If you do not close a file after viewing it and you try to open it again, the program will
inform you that a selected file is already open with the following Windows alert.

I X

The document <doc. Names is opened already,

=
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Delete Selected Document or Metadata

To delete a document or set of documents stored in the DLA:

1. Select (highlight) a document to be deleted (you may select several at one time).

2. Thenei

a.

ther:

click the Delete Selected Document/Metadata menu item (either from the File
menu),

right click in the work pane for the quick access menu and select Delete Selected
Document/Metadata from there, or

simply select DELETE from your keyboard. A Confirm Document Deletion
window will give you an OK or Cancel option. Select OK and the selected file
will be deleted.

NHRC - Department 161-1.0.0.0 =i =10] x|
[File | Edit  View Advanced Search  Help
Import New Document
Import Metadata Only I.N_L |
Add Document to Metadata _L'
LR Selected oGRRent Ddﬁm Type | Protocal 5 “omn!
Delete Selected ] _. dougherty,  Journal Article | NHRC.2003.0025 P Kl
o \ | Macgregor, Journal Article | NHRC.20070004  Published 2010 1
[ 2010 1 )
b’ i 2011 1
0808 _Dougherty_ Prevaience and Audiory ENgcts of 21 1 tod
GOB0E_11-539 Cﬁmﬂm Health 2011 Tf Journal Submist
60803_09.36_Helte Alcohol Abuse Disorders 2011 1
60808_09.26_Heh :’lx 2011 ;f
GOBOE_N il of Low 2011 i Submission to h
12.11_Eskridge | hmwnmmmm 2012 ¥ Will be submitte
1205 MacGregor | and ! 2012 1 | submission to
FINAL - TML+ - Maval Health Research Center’s 2011 "1
FINAL - 161 M&S LS. Navy Medical Modeling and 2011 it
anatormy.pdfl  Test Pang, G. ‘one Pager Published 2012 1 Test Document
anatormy.pdl Test — [Pg,G. |one Pager Published 12 ] Test Document
TEST.txt Test metadata only Pang, G.[Pang, | One Pager Published 2012 1 Test metadata o
£0930_Adlich&Win LHA(R) Medical Space Adlich, 5. Wing,  Presentation | NIA ‘Command 2011 1
60940 DSouza_Est| of Op D'Souza, E. L WA Command 2011 1
60940_DSouza_Me Medical Factors Impact on Skip D'Souza, E. ‘Presemation WA |Command 2011 1
60930 A withe Adaptive |Davis, J.Wing, V. Presentation A [Command 2011 1
Post ¥ e G HHRC.2003.0025  Command 2011 i1
61110_Melcer Py 7 and  [Meicer, Presentation | NHRC.2007.0016  Command 2011 1
80819_Clowser_DC Dismounted Complex Blast Injury: | Clouser, Presentation NHRC.2003.0026  Command 2012 1 -
T oy l ;_l_/

View Metadata

To view the metadata of a particular document:

3. Select (highlight) the document.

4. Click View, View Metadata, or right click on the work pane to select View Metadata

from th

e quick access menu.
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File  Edit

Yiew | Reporting Advanced Search  Help

Yiew Metadata

iih

View Checked-0ut Doc

View All Library

nts

tation Library =

View IRB Lieary -m_m
12-11_Eskridg Yiew Documentation Library Eskridge, S.Macera, |Jow ImportNewDocument

12.04 Eskridd  View WAR Library [ [Eskrige, e o eyl 0025 Command Apprond 2012

SRR e [T = REREE e #Add Document to (Metadata ot Rpprovedl] G912
60332_12.05_Heltemes [Physical Challenges Associated Wth | Heltemes, Tee) EokMetadats 0025 Command Approved 2012

HILL Disaster Immmmmm*l Hill, M. Open Selected Document Command Approved 2012 Inside|
61003_12-5E_Jackson_. [m'rmmunmmprmmu\ Jackson, C.[Brown, Command Approved 2012 |
tzﬂmopu_nm]wmmmmmm Macgregor, A.IIWWMDMMa Command Approved |2012 Submis
nm_u-muw_m]sm Organ Abdominal Trauma N""""" [Pret yiey, Al Library .0025 Command Approved 2012
60819_MacGregor _Dwe|Effect of Dwell Time on the Mental VA.Han,  |Pres View IRB Library 0025 Command Approved 2012
60332_Noncombat Honcombat Motor Vehicle Accidents | Macgregor, A.JMayo, |Pres View Documentation Library 0025 Command Approved |2012
§1110_Melcer_Short.Td Short-Term Health Outcomes of Melcer, T.Walker, G. |Pres..orirak tbrary i O Command Approved | 2012
61001_Mitchell and of R. WA Command Approved 2012

anatomy.pdf Test h Pang, G. One Pager Published 2012 TestDc
TEST.txt Test metadata only Pang, G.[Pang, One Pager Published 2012 [Testm—
60334_12-4D_Mobile LS. Air Force Operational Medicine: Quinn, M.Hopkins, | Tech Document NA Command Approved 2012
60940_11-10J_JMAT 2 | JMAT 2.0 Operating Room Adlich, S.[Mitchell, | Tech Document WA Command Approved 2011 | Technii
60940_Adlich&Wing_LH LHA(R) Medical Space Configuration Adlich, S.Wing, V. Presentation Abstract HiA Command Approved 2011
FINAL - TML+ - Article |Naval Health Research Center’s Tactical |Brown, C.Wing, HNewsletter Article Published 2011
60940_DSouza_Estimat Estimation of Operating Room Table  |D'Souza, E. Presentation Abstract NA Command Approved 2011
60940_DSouza_Medical Medical Factors Impact on Skip Policy | D'Souza, E. Presentation Abstract [uia Command Approved | 2011
§0940_Davis&Wing_Mei A Method for Defining the Adaptive Davis, J.Wing, V. Presentation Abstract [nia Command Approved 2011
jtrauma-LE-blast.5-201' Combat Versus Civilian Open Tibia Doucet, J.|Galarneau, | Journal Article | Published 2011
60808_Dougherty_Prev Prevalence and Auditory Effects of Dougherty, Journal Article NHRC.2003.0025 Command Approved 2011 | Submis
60808_11-539 Co-oceurring Mental Health and Alcohol  Heltemes, K.[Clouser, | Journal Article HHRC.2003.0025 Command Approved 2011 Journal
60808_09-36_Heltemes Alcohol Abuse Disorders Among U.S. Hetts Journal Article Published 2011 =
4| LI—I

The metadata window will overlay the DLA view as a read-only display.

I View Metadata

Edit Metadata

+ Title:

* Authors:

File Name: [anatomy.pdrf

Test

+ Type: [one Pager

Pick List

]

Adams, M.
Adlich, S,
All Staff
Aralis, H.

= A

To edit the metadata of a particular document:

1. Select (highlight) the document.

EI .}J Pang, G.

2. Open the edit metadata capability by either:

a. clicking the Edit, Edit Metadata option from the menu bar, or by

POV T T 77709777777

|
~
,I

b. right clicking on the work pane to select View Metadata from the quick access

men

u.

22



I NHRC - Department 161-1.0.0.0

DLA User Guide

TEN [Pang. G. | 212 [Testnc
TEST.xt Test metadata only Pang, G.[Pang, One Pager [ (2012 [Testm—
50333 12.4D_Mobile |U.S. Al Force Operational Medicine: | Quinn, M. Hopkins, A 22
|60940_11-10J_JMAT 2 |JMAT 2.0 Operating Reom Adlich, S.iMitchell, | Tech| wa (2011 [Technis
£0940_Adlli LW LHA(R) Adiich, 5.Wing. V. Presentation Abstract A \pp T
|FINAL - TML: - Article | Maval Health Research Center's Tactical | Brown, C.MWing, Newsietter Article zm
60940 _DSouza_Estimat| Estimation of Operating Room Table | IrSouza, E. Presentation Abstract wa Command Approved | 2011
60940_Davis&Wing_Me! A Method for Defining the Adaptive  Davis, LWing, V.  Presentation Abstract A Command Approved 2011
50808 ty_F d Auditory Effects of Journal Article NHIC.2003.0025 2011 [Submis
0508 _11-539 Co-0c eohol K.iClouser, | Journal Article HHRC.2002.0025 Command Approved 2011 | Journal
S0508_09-36_Hellemes Alcohol Abuse Disorders Joanrnal Article

—

3. The next screen displays the selected document’s existing metadata. Make all necessary

23

changes or additions and then click the Save button to store the modified metadata for the
corresponding document in the DLA.

_I. Edit Metadata i i =10] x|
"~ Enter
File Natrte: [anatomy.pedf
« Trtte: | Teot L
|
 Type: jOne Pager ﬂ
: m!ﬁuujﬁ?t Ei O F‘%&m A
s, . = 4 ~
Status: [Published =] “m aad
versioms [t
year: [po1z | m
ngl
mwctJ j
Work Uhit. |
Sponsor: |
Protocel Na: |
Branch: [llvey =l
Imported Date: [izaze12
Imported By: [ilatella Feinstein
Modiied Date: [
Madified By: |
Search Key Words: B ﬂ
- [Festoocumemt i
Linke | ¥
5o _J]_oence |
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Search for a Document in the Library

The DLA provides two methods to search for documents: a simple search, and an advanced
search. The following subsections describe each method.

I\ NHRC - Department 161-1.0.0.0 o

File Edit Yiew Reporting AdvancedSearch Sort Help

.Iﬂummlmemmu lion

Simple search Back

Library = 2

[ DocumentName [ Document Type [ Protocol | oo
APPROVED IR - 060330 Refi J Research Protocol Initial MHRC.2006.0012 1 | 4
APPROVED IR - 070531 In-TI Advanced search :1 Research Protocol Initial NHRC.2007.0016 ] Start search
APPROVED IR - 080423 | Assessing the Effect of Blast vs. M. nitial 1HRC.2008.0029 IRB Approved 2008 |
APPROVED MOD - Joint Trauma Analysis And Prevention  Galarneau, M. Research Protocol NHRC.2008.0008 IRB Approved 2010 Approv
APPROVEDMOD-  Refinement and development of the | Zouris, J. Research Protocel NHRC.2006.0012 IRB Approved w0 |
APPROVED MOD - of a Tri-service Combat | Galarneau, M. Research Protocol  NHRC.2003.0025 IRB Approved 2010
APPROVED MOD - Development of a Tri-service Combat | Galarneau, M. Research Protocel | NHRC.2003.0025 " IRB Approved e
APPROVED MOD - Development of a Tri-service Combat | Galarneau, M. Research Protocol NHRC.2003.0025 IRB Approved 0 |
MOD - ing of Pang, G. Research Protocol HHRC.2007.0017 IRB Approved w10 |
< | '

Simple Search
To start a simple document search:

4. Specify a search field (element) from the drop down box in the top right corner of the
view.

5. Then type a search term in the text box below the search field. Search terms are not case
sensitive.

6. Begin the search by clicking the right arrow (start search) button labeled above. The
program will search for all documents that meet the entered search criteria. If you are not
sure what search field to use, you may search by All fields. In that case, the program will
search for documents that contain an entered text in any of the metadata elements. For
example, if you specified a search field as All, and the search term “test,” the program
will search the metadata for documents associated with the word “test” either in the
document name or the document type or the authors list or the document title, and so on,
through all metadata elements. The search results will be displayed in the work pane as

shown here. (“Or” means if search term is at least in one of those categories then the
document will be included in the search result.)

Ih NHRC - Department 161-1.0.0.0

=101 x|

File Edit Yiew Reporting AdvancedSearch Sort Help

Duocumentation Library -———

___ DocumentTtie [ Authors [ DocumentType | ,

60332_12-25_AFQTand '_12-25_AFQT and The Effect of Armed Forces Qualification Test Score on Mental Macgregor, Tech Report [nHRC.2003.0025 ‘Commlnd Approved 2012

anatomy.pdf Test <ffmmm ‘ Pang, G. One Pager Published 2012
anatomy.pdf Test < I Pang, G. One Pager Published 2012
nia Test Metadata Only Pang, G. One Pager Published 2012

4
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Advanced Search
The Advanced Search enables you to better define or narrow your search criteria. You can set
one or more search elements. To perform an advanced search:

5. Click Advanced Search in the menu bar. The advanced search screen will appear as

shown below:

¥ AdvancedSearch

- Enter Search Critenia

t File Name: [ nia

nia

(5114

Title:

Type: IJourmI Article

Led Ll

Authors: Pﬂacglegol, A
status: s =l
Versiom: [na

Year: Imo]

P 7PV LLLLLLLLLLLILIL?IZI?Y?

6. Fill the field(s) of interest with your search term(s) (search terms are not case sensitive).

7. Then click the Search button. An example of this would be that you would like to find all

journal articles by MacGregor published in 2010. You select the Advanced Search
option, choose “Journal Article” as the Type, enter “MacGregor” in the Authors field,
and “2010” in the Year field. When you click Search, the program will return documents
which contain the Type as “Journal Article” and the Authors as “MacGregor,” and the
Year as “2010.” The search result may look like this (below). (“And" means that the
document will be included in the search results only if all of the categories contain the
search term.)

I NHRC - Department 161-1,0.0.0 ~=10] %]
file Edit View Reporting AdvancedSearch Sort Help
K|
Dummentation Vibrary -
10140 Final Copy [Macgr '_ AMan, | Journal Article |wRc.2003.0025 Published 2000 |
£0332_07-33 and togical Macgregor, A.[Shaffer, |Journal Article |NHRC.20070003 Published 2000 |
¢ i | ' .

8. Click the Back button and return to the main documentation screen to refine/modify your

search.
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Exporting and Reporting

Reporting refers to the DLA functionality that allows you to export lists of selected contents to a
Microsoft Excel file. These lists will reside on your computer or in a specified location. The lists
may contain hyperlinks to the documents they reference and can serve as shortcuts as long as the
file can link to the DLA. This is a way that the DLA can help you manage your references.

After you have used the search features and developed a list of documents that you are interested
in, go to the menu bar and select Reporting. The following two options are displayed.

Selecting Export A” Displayed File Edit ¥iew | Reporting | Advanced Search Sort  Help

Documents to Excel will build an Excel il Export All isplayed Documents to Exce!
file of all documents displayed in the I\ !D _

work pane. Selecting Export Selected

Documents Only to Excel will build an Excel file that only contains the documents that you
have selected by highlighting them. To do this, hold down the SHIFT key to select blocks, or the
CTRL key to select multiple separate, line items in the work pane. Name and Save the Excel
export to the location of your choice.

Export Selected Documents Only to Excel

e

Check Out and Edit an Imported Document

Documents in the DLA can be modified by the user, and then resaved. The original document
can be over written, and thus replaced, or the user can choose to update a document and save it
as a new version, thereby maintaining the original version. By this method, collaborative writing
with version control is possible.

1. Open the DLA and locate the
document that you Want tO File | Edit | ¥iew Reporting Advanced Search Sort Help

Edit Metadata
modify. Highlight the line item
and then go to the Edit menu to
select Check-Out Document.

®)

N LIJ@IJIJE[@_IIJGDIJIJ

2. When the document appears, make your changes and simply click Save from the program
menu bar above the open document. (Note: Do not select Save As or alter the original file
name.) The document will be saved in a folder on your L:Drive where checked-out
versions are stored temporarily. The document will not be saved to the DLA until you
check the document back in. (Note: Some document types may not be editable, such as
early versions of PDF documents.)

3. To view checked-out documents, select e
File  Edit W‘ Feporting  Advanced Search  Sort  Help

View from the menu bar and View ¥iew Metadata
Checked-Out Documents from the iil‘ — s
ew ibrary

d rOdeWﬂ m e n U . Yiew IRB Library
¥Yiew Documentation Library
¥iew WAR Library
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Check a Document Back In

There are two ways to check a document back into the DLA. The first method is to Overwrite
the existing document with a modified document that you have checked-out, altered, saved, and
have waiting in your L:Drive holding folder. When you overwrite, the old document in the DLA
is replaced with the modified copy; the old document will be deleted and cannot be retrieved.

To replace an existing document with a new version:
1. From the menu bar, select View, View Checked-Out Documents.
2. Highlight the item (in the line list) that you want to check-in.
3. Select Edit, Check-In changes made to the selected document.

4. Inthe Check-In window below, select Overwrite.

x

—Enter D

File Name: [121004 WAR (2).doc
+ Titles | Weekly Activity Report (WAR) ;Igd

+ Types |Week|y Activity Report (WAR) j

Pick List Pubiication Authors
+ Authrors: [Adams, M. 3 _ﬂ All Staff

Adlich, 5. All Staff
All Staff

Al

Anderson, C. j JJ ::: gg :I

Status: IDepartmem Approved j Mj:z: ﬂ
Version: |1

Year: |2l]12 EI ﬂ g/J

Citation{APA): |

Abstract

Work Unit: |

Sponsor: |
Pratocol No: |
Branci; | =l

Imported Date: |1[IJSEII1 2

fmported By: IChﬂrIes.Jﬂtksum

Modified Date: |1l].l“l 2/2012

Modified By: ICharIes.Jacksom

a
Search Key Words: I ﬂ

a
Comments: | ﬂ

pa 4

Linke: |

The second method is to check the document in as a New document (i.e., a new version). By this
method, the DLA automatically adds the modified version of the document and updates the
version number in the metadata. Afterwards there will be more than one version of the same
document with the same file name, but each will have a unique version number. The higher
version number indicates the most recent version.
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If copies have been checked-out and they are no longer needed and will not be used, they can
simply be deleted. To do this:

1.

2.

From the menu bar, select View, View Checked-Out Documents.
Highlight the item in the line list that you want to check-in.

Go to Edit, in the menu bar, and select Check-In changes made to the selected
document. The document will be deleted from the temporary holding folder in your
L:Drive. The original document remains intact in the DLA.

In the Check-In window below, select New. The document is re-entered into the library
with a new version number.
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Appendix A
Back End Implementation

The DLA interface is based on the SQL Server 2005 back end, which provides DL application
functionality.

The DLA back end is based on the DL SQL server database that contains the following tables:

# |_| Database Diagrams
=] 3 Tables
[ System Tables
1 dbo.Authors
_1 dbo.Branch List of tables for supporting DL
1 dbo.DLAdMIN application functionality
1 dbo.Doclibrary
1 dbo.DocStatus >7
] dbo.DocStatus_old
1 dbo.DocType
1 dbo.DocType_old
1 dbo.SearchWhere

# [ dbo.SortElements Y,
= Views

[# [ System Views
[+ [ Synonyms
# | Programmability
# | Service Broker
# |_J Storage
[+ [ Security

EFERHEEEEEEE
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DocL ibrary

SQL server table to
support user’s roles.

Tables to support “sort”
& “search” functionality

_EI Docld

MName
Path

_I ImportedDate

J ImportedBy

_I ModifiedDate

__| modifiedsy
_I PublishedDate

_I PublishedBy

KeyWords
FileContent

| commentsFr

DocType

9 1«

sort

Branch

2| 14
Marme

Tables to support
document’s metadata
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